Agency Security Selection Guide

This guide will help the user to choose the correct level of access that they will need to perform their job in SH ARP 8.0.
The first part of this guide defines the functions and correct Computer Based Training (CBT) that will be required (some
Roles do not require a CBT to be completed).

This guide also contains a copy of each of the two security forms and what pages/page groups (previously called
panels/panel groups in SHARP 7.0) that the user will access with each Role.

To get SHARP User Access you must:
1. Decide what tasks you will be performing.
2. Decide what Roles you will need to perform those tasks.
3. Decide what CBTs you will need to complete/pass to obtain security for those Roles.
4. Fill out the security form, complete the CBT(s)/print test results page, and send
them to your Agency Security Contact for approval.
5. Sign up for the SHARP Infolist to receive relevant information about the SHARP System.
You will receive email notification of when the system is down, SH ARP-SHOOTER availability,
and other system changes or information. http://www.da.state.ks.us/sharp/infolist.htm
. Users will receive their User IDs, and will be able to sign-in after SH ARP 8.0 goes live.
7. Passwords must be at least eight characters long and contain least one number and

(]

one of the following special characters: '@ #$ % & *()-_=+\|[1{};:/?><

Role

CBT

Agency Time & Leave Administrator

Time and Leave CBT (CBT007)

Agency Timekeeper

Time and Leave CBT (CBT007)

Agency Recruiter

Recruitment CBT (CBT006)

Agency Training Administrator

Administer Training CBT (CBT005)

Agency HR Administrator

Administer Workforce CBT (CBT003)

Regents HR Administrator

Administer Workforce CBT (CBT003)

Agency Position Administrator

Manage Positions CBT (CBT002)

Agency Benefits Administrator

Administer Base Benefits
CBT (CBTO004)

[WF] Agency Payroll Administrator

Payroll CBT (CBT008)

Agency Commitment Accounting Specialist

Commitment Accounting
CBT (CBT009)

Agency Payroll Specialist

Payroll CBT (CBT008)

Regents Payroll Administrator

Payroll CBT (CBT008)

Regents Payroll Tax Specialist

Payroll CBT (CBT008)

Regents Payroll Savings Bond Specialist

Payroll CBT (CBT008)



http://www.da.state.ks.us/sharp/infolist.htm

Role

CBT

Agency Time & Leave Inquiry

Time and Leave CBT (CBT007)
is suggested, not required

Agency Recruitment Inquiry

Recruit Workforce CBT (CBT006)
is suggested, not required

Agency Training Inquiry

Administer Training CBT (CBT005)
is suggested, not required

Agency HR Inquiry

Administer Workforce CBT (CBT003)
is suggested, not required

Agency Position Inquiry

Manage Positions CBT (CBT002)
is suggested, not required

Agency Benefits Inquiry

Administer Base Benefits CBT
(CBT004) is suggested, not required

Agency Payroll Manager

Payroll CBT (CBT008)
is suggested, not required

Agency Payroll Inquiry

Payroll CBT (CBT008)
is suggested, not required

Regents Payroll Inquiry

Payroll CBT (CBT008)
is suggested, not required




Benefits

Menus Available
Compensate Employees> Administer Base Benefits> Use/Inquire
PeopleTools

Agency Benefits

Agency Benefits

Compensate Employees> Administer Base Benefits> Use Administrator Inquiry
Benefit Program Participation Update/Display Display Only
Dependent/Beneficiary Update/Display Display Only
Health Benefits Display Only Display Only
Life and AD/D Benefits Display Only Display Only
Savings Plans Display Only Display Only
Leave Plans Display Only Display Only
Leave Accruals Display Only Display Only
FSA Benefits Display Only Display Only
Retirement Plans Update/Display Display Only
Primary Job Flags Maintenance Correction Display Only
Shared Leave Requests Display Only Display Only
Compensate Employees> Administer Base Benefits> Inquire

Employee Data Summary Display Only Display Only
Dependent/Beneficiary Summary Display Only Display Only
Benefits Summary (Pay Deductions) Display Only Display Only
Benefits Summary (Pl Ded Calc) Display Only Display Only
PeopleTools

Maintain Security> Use> My Profile Update/Display Update/Display
Process Monitor> Inquire> Process Requests Update/Display Update/Display
Report Manager> Inquire> Report List Update/Display Update/Display
Utilities> Inquire> Expired Profile Maintenance Update/Display Update/Display
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Human Resources

Menus Available
Develop Workforce> Recruit Workforce> Use

Administer Workforce> Administer Workforce (GBL)> Use/Setup/Inquire/Report
Administer Workforce> Plan Salaries> Use/Setup/Inquire/Report

Define Business Rules> Manage Human Resources> Setup
PeopleTools

Agency HR
Develop Workforce> Recruit Workforce> Use Administrator Agency HR Inquiry
Applicant Data Add/Update N/A
Hire Applicant Add N/A
Name Search Update/Display N/A
Administer Workforce> Administer Workforce (GBL)> Use
Hire Add N/A
Add Concurrent Job Add N/A
Personal Data Update/Display Display Only
Job Data Update/Display Display Only
Current Job Correction Display Only
Disability Update/Display Display Only
Prior Work Experience Update/Display Display Only
Company Property Update/Display Display Only
Credit Card Data Update/Display Display Only
Names Update/Display Display Only
Name Search Update/Display Update/Display
Addresses Update/Display Display Only
Emergency Contact Update/Display Display Only
Identification Data Update/Display Display Only
Driver's License Data Update/Display Display Only
Volunteer Activities Update/Display Display Only
General Comments Update/Display Display Only
Administer Workforce> Administer Workforce> Setup
Action Reason Table Display Only Display Only
Rating Scale Table Display Only Display Only
Salary Plan Table Display Only Display Only
Salary Grade Tables Display Only Display Only
Name Prefix Table Display Only Display Only
Name Suffix Table Display Only Display Only
Supporting Document Table Display Only Display Only
Visa/Permit Table Display Only Display Only
Driver License Type Tbl Display Only Display Only
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Human Resources

Administer Workforce> Administer Workforce> Inquire

Job Summary Update/Display Update/Display
Search by National ID Update/Display Update/Display
Administer Workforce> Administer Workforce> Repori

Employee Detail Profile Add/Update Add/Update
Employee Job Action History Add/Update Add/Update
Employee Job Code History Add/Update Add/Update
Employees Needing Orientation Add/Update Add/Update
Employee Review History Add/Update Add/Update
Employee Turnover Analysis Add/Update Add/Update
GHI Budget Summary Add/Update Add/Update
Performance Reviews Due Add/Update Add/Update
Supervisors Needing Continuing Education Add/Update Add/Update
Supervisors with Overdue Reviews Add/Update Add/Update
Supervisors without Training Add/Update Add/Update
Total Compensation Statement Add/Update Add/Update
Department Action Notices Add/Update Add/Update
Years of Service Add/Update Add/Update
Administer Workforce> Plan Salaries> Use

Salary Plan Default Values Display Only Display Only
Salary Plan Group Default Values Display Only Display Only
Group Increase Budget Display Only Display Only
Salary Planning by Group Correction Display Only
Employee Review Update/Display Display Only
Bonus Pay Update/Display Display Only
Pay Increase Update/Display Display Only
Longevity Bonus Update/Display Display Only
Longevity Bonus - Manual Display Only Display Only
Administer Workforce> Plan Salaries> Setup

Salary Plan Table Display Only Display Only
Salary Grade Tables Display Only Display Only
Salary Increase Matrix Table Display Only Display Only
Rating Scale Table Display Only Display Only
Administer Workforce> Plan Salaries> Inquire

Compensation History Update/Display Update/Display
Salary Structure Summary Update/Display Update/Display
Employee Ranking by Job Code Update/Display Update/Display
Ranking by Job Code - No Name Update/Display Update/Display
Job Evaluations by Grade Update/Display Update/Display
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Human Resources

Administer Workforce> Plan Salaries> Report

Governor Unclassified Salary Recommendation Add/Update Add/Update
Define Business Rules> Manage Human Resources> Setup

Location Table Display Only Display Only
Department Table Display Only Display Only
Job Code Table Display Only Display Only
Pay Group Table Display Only Display Only
County Table Display Only Display Only
Geographic Region County Table Display Only Display Only
Department Group Table Display Only Display Only
Page Break Level by Agency Add/Update Add/Update
Perb Unit Table Display Only Display Only
PeopleTools

Maintain Security> Use> My Profile Update/Display Update/Display
Process Monitor> Inquire> Process Requests Update/Display Update/Display
Report Manager> Inquire> Report List Update/Display Update/Display
Utilities> Inquire> Expired Profile Maintenance Update/Display Update/Display
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Position

Menus Available

Develop Workforce> Manage Positions> Use/Inquire/Report

Define Business Rules> Define Committ Accounting> Setup

Define Business Rules> Manage Human Resources> Setup/Report
PeopleTools

Agency Position

Agency Position

Develop Workforce> Manage Positions> Use Administrator Inquiry
Position Data Add/Update Display Only
Develop Workforce> Manage Positions> Inquire

Position Data Summary Update/Display Display Only
Position History Update/Display Display Only
Position Budget Status Update/Display Display Only
Vacant Budgeted Positions Update/Display Display Only
Develop Workforce> Manage Positions> Repori

Active/lnactive Positions | Add/Update Add/Update
Active Position History Add/Update Add/Update
Incumbent History Add/Update Add/Update
Position Status Add/Update Add/Update
Active Position Inventory Add/Update Add/Update
Department Position Information Add/Update Add/Update
Vacant Positions Funding Add/Update Add/Update
Define Business Rules> Define Committ Accounting> Setug

Department Budget FTE B Display Only Display Only
Define Business Rules> Define Committ Accounting> Repori

Department FTE B Add/Update Add/Update
FTE Rollup Report Add/Update Add/Update
Define Business Rules> Manage Human Resources> Setup

Location Table Display Only Display Only
Department Table Display Only Display Only
Job Code Table Display Only Display Only
Pay Group Table Display Only Display Only
County Table Display Only Display Only
Geographic Region County Table Display Only Display Only
Department Group Table Display Only Display Only
Page Break Level by Agency Display Only Display Only
Perb Unit Table Display Only Display Only
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Position

PeopleTools

Maintain Security> Use> My Profile

Process Monitor> Inquire> Process Requests
Report Manager> Inquire> Report List
Utilities> Inquire> Expired Profile Maintenance

Update/Display
Update/Display
Update/Display
Update/Display

Update/Display
Update/Display
Update/Display
Update/Display
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Recruitment

Menus Available
Develop Workforce> Recruit Workforce> Use/Setup/Report
PeopleTools

Agency Recruitment

Develop Workforce> Recruit Workforce> Use Agency Recruiter Inquiry
Job Requisition Data Add/Update Display Only
Applicant Data Add/Update Display Only
Disability Update/Display Display Only
Prior Work Experience Update/Display Display Only
References Update/Display Display Only
Checklist Update/Display Display Only
Competencies Update/Display Display Only
Education Update/Display Display Only
Licenses and Certification Update/Display Display Only
Memberships Update/Display Display Only
Languages Update/Display Display Only
Honors Awards Update/Display Display Only
Test Results Update/Display Display Only
Interviewer Availability Add/Update Display Only
Interview Schedule Update/Display Display Only
Requisition Screening Update/Display Display Only
Requisition Activity Update/Display Display Only
Applicant Activity Update/Display Display Only
Hire Applicant Add N/A
Mass Applicants Correction N/A
Name Search Update/Display Update/Display
Develop Workforce> Recruit Workforce> Setup

Facility Closure Layoff Display Only Display Only
Develop Workforce> Recruit Workforce> Report

Applicants Summary Add/Update Add/Update
Facility Closure Hire Report Add/Update Add/Update
Facility Closure History Report Add/Update Add/Update
PeopleTools

Maintain Security> Use> My Profile Update/Display Update/Display
Process Monitor> Inquire> Process Requests Update/Display Update/Display
Report Manager> Inquire> Report List Update/Display Update/Display
Utilities> Inquire> Expired Profile Maintenance Update/Display Update/Display
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Time and Leave

Menus Available
Administer Workforce> Plan Salaries> Use

Administer Workforce> Time and Leave> Use/Setup/Inquire/Report
Compensate Employees> Administer Base Benefits> Use

PeopleTools

Administer Workforce> Plan Salaries> Use

Agency Time and Leave

Administrator

Agency Timekeeper

Agency Time &

Leave Inquiry

Bonus Pay Update/Display Update/Display N/A
Administer Workforce> Time and Leave> Use

Department Update/Display Update/Display Display Only
Department-Report Add/Update Add/Update N/A
Employee Update/Display Update/Display Display Only
Add Time Sheet Add Add N/A
Adjustment Update/Display Update/Display Display Only
Supplemental Update/Display Update/Display N/A
Interface Error Messages Update/Display Update/Display Display Only
Time Entry Error Messages Update/Display Update/Display Display Only
Administer Workforce> Time and Leave> Setup

Holiday Schedule Table Display Only Display Only Display Only
Work Schedule Table Display Only Display Only Display Only
Administer Workforce> Time and Leave> Inquire

Leave Accruals Update/Display Display Only Display Only
Leave Accruals - Work History Display Only Display Only Display Only
Administer Workforce> Time and Leave> Report

Print Employee Time Documents Add/Update Add/Update Add/Update
Print Department Time Documents Add/Update Add/Update Add/Update
Vacation Leave Overage Add/Update Add/Update Add/Update
Workers Compensation Notification Add/Update Add/Update Add/Update
Compensate Employees> Administer Base Benefits> Use

Shared Leave Requests Display Only Display Only N/A
PeopleTools

Maintain Security> Use> My Profile Update/Display Update/Display Update/Display
Process Monitor> Inquire> Process Requests Update/Display Update/Display Update/Display
Report Manager> Inquire> Report List Update/Display Update/Display Update/Display
Utilities> Inquire> Expired Profile Maintenance Update/Display Update/Display Update/Display

Page 1 of 1



Training

Menus Available

Develop Workforce> Administer Training> Use/Setup/Inquire/Report
Administer Workforce> Administer Workforce (GBL)> Use

PeopleTools

Agency Training

Agency Training

Develop Workforce> Administer Training> Use Administrator Inquiry
Course Session Enrollment Update/Display Display Only
Course Waiting List Update/Display Display Only
Course Auto Enroliment Update/Display Display Only
Express Rescheduling Update/Display Display Only
Course Session Evaluations Update/Display Display Only
Student Training Update/Display Display Only
Tuition Reimbursement Update/Display Display Only
Develop Workforce> Administer Training> Setup

Course Table Add/Update Display Only
Course Cost Correction Display Only
Course Session Planner Update/Display N/A
Course Session Table Add/Update Display Only
Course Session Cost Update/Display Display Only
Training Program Table Add/Update Display Only
Training Facility Table Add/Update Display Only
Equipment and Materials Table Add/Update Display Only
Instructor Table Add/Update Display Only
Vendor Table Add/Update Display Only
Vendor Contact Table Update/Display Display Only
Tuition Expense Type Table Add/Update/Correction Display Only
School Table Add/Update Display Only
Develop Workforce> Administer Training> Inquire

Student Training Summary Update/Display Update/Display
Course Session Summary Update/Display Update/Display
Develop Workforce> Administer Training> Report

Course Session Roster Add/Update Add/Update
Equipment Checklist Add/Update Add/Update
Course Waiting List Add/Update Add/Update
Training Schedule Add/Update Add/Update
Training Facility Schedule Add/Update Add/Update
Training Instructor Schedule Add/Update Add/Update
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Training

Course Description
Course Equipment
Course Vendors
Prerequisite Courses
Attendance Status
Student Training History

Administer Workforce> Administer Workforce (GBL)> Use

Add/Update
Add/Update
Add/Update
Add/Update
Add/Update
Add/Update

Add/Update
Add/Update
Add/Update
Add/Update
Add/Update
Add/Update

Add Non-Employee

PeopleTools

Add

N/A

Maintain Security> Use> My Profile

Process Monitor> Inquire> Process Requests
Report Manager> Inquire> Report List
Utilities> Inquire> Expired Profile Maintenance

Update/Display
Update/Display
Update/Display
Update/Display

Update/Display
Update/Display
Update/Display
Update/Display
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Agency Payroll

Menus Available
Develop Workforce> Manage Positons> Use
Administer Workforce> Administer Workforce (GLB)> Use

Compensate Employees> Maintain Payroll Data (US)> Use/ Inquire/ Report
Compensate Employees> Manage Payroll Process (US)>Use/ Process/ Inquire/ Report 1/ Report 2
Define Business Rules> Define Commitment Accounting (US)> Setup

PeopleTools

Develop Workforce> Manage Positons> Use

Agency Payroll Specialist

Agency Payroll Manager

Agency Payroll Inquiry

Positon Data Display Only N/A N/A
Administer Workforce> Administer Workforce (GLB)> Use
Personal Data Display Only Display Only Display Only
Job Data Display Only Display Only Display Only
Pay Rate Change Display Only Display Only Display Only
Names Display Only Display Only Display Only
Name Search Update/Display Update/Display Update/Display
Addresses Display Only Display Only Display Only
Compensate Employees> Maintain Payroll Data (US)> Use
Additonal Pay Update/Display Display Only Display Only
Direct Deposit Update/Display Display Only Display Only
Employee Tax Distribution Update/Display Display Only Display Only
Employee Tax Data Update/Display Display Only Display Only
General Deduction Data Update/Display Display Only Display Only
General Deduction Override Update/Display Display Only Display Only
Payroll Data Update/Display Display Only Display Only
U.S. Savings Bond Spec Update/Display Display Only Display Only
Adjust Arrears Balance Update/Display Display Only Display Only
Compensate Employees> Maintain Payroll Data (US)> Inquire
US Savings Bond Activity Log Update/Display Update/Display Update/Display
Paycheck Data Update/Display Update/Display Update/Display
Paycheck Summary Update/Display Update/Display Update/Display
Check Balances Year-to-Date Update/Display Update/Display Update/Display
Earnings Balances Update/Display Update/Display Update/Display
Deduction Balances Update/Display Update/Display Update/Display
Arrears Balances Update/Display Update/Display Update/Display
Garnishment Balances Update/Display Update/Display Update/Display
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Agency Payroll

Special Accumulator Balances Update/Display Update/Display Update/Display
Tax Balances Update/Display Update/Display Update/Display
1042 Tax Balances Update/Display Update/Display Update/Display
PrePay Balances Update/Display Update/Display Update/Display
Search by National ID Update/Display Update/Display Update/Display
Detail Ledger Update/Display Update/Display Update/Display
W-2 and W-2PR (Prior to 2001) Update/Display Update/Display Update/Display
Compensate Employees> Maintain Payroll Data (US)> Report

Year To Date Balances Add/Update Add/Update N/A
Compensate Employees> Manage Payroll Process (US)>Use

Online Check Add/Update Display Only Display Only
Compensate Employees> Manage Payroll Process (US)>Process

Paycheck Reprint Add/Update N/A N/A
Paycheck Reversal/ Adjustment Add/Update N/A N/A
Compensate Employees> Manage Payroll Process (US)> Inquire

Dead Paychecks Update/Display Update/Display Update/Display
Paycheck Data Update/Display Update/Display Update/Display
Paycheck Summary Update/Display Update/Display Update/Display
Online Results Update/Display Update/Display Update/Display
Payroll Error Messages Update/Display Update/Display Update/Display
Compensate Employees> Manage Payroll Process (US)>Report 1

Cost Center Add/Update Add/Update N/A

DDP Prenote Memo Add/Update Add/Update N/A
Compensate Employees> Manage Payroll Process (US)>Report 2

Other Earnings Register Add/Update Add/Update N/A
Payroll Error Messages Add/Update Add/Update N/A
Define Business Rules> Define Commitment Accounting (US)> Setup

Account Code Table N/A N/A Display Only
Department Budget Table N/A N/A Display Only
Position Pool Table N/A N/A Display Only
PeopleTools

Maintain Security> Use> My Profile Update/Display Update/Display Update/Display
Process Monitor> Inquire> Process Requests Update/Display Update/Display Update/Display
Report Manager> Inquire> Report List Update/Display Update/Display Update/Display
Utilities> Inquire> Expired Profile Maintenance Update/Display Update/Display Update/Display
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Commitment Accounting

Menus Available
Define Business Rules> Define Commitment Accounting(US)> Setup/Report
PeopleTools

Define Business Rules> Define Commitment Accounting(US)> Setup

Agency Commitment
Accounting Specialist

Account Code Table Add/Update
Department Budget Table Add/Update
Position Pool Table Add/Update
Define Business Rules> Define Commitment Accounting(US)> Report

Department FTE Add/Update
FTE Roll-Up Report Add/Update
PeopleTools

Maintain Security> Use> My Profile Update/Display
Process Monitor> Inquire> Process Requests Update/Display
Report Manager> Inquire> Report List Update/Display
Utilities> Inquire> Expired Profile Maintenance Update/Display
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Payroll Workflow

Menus Available

Compensate Employees> Maintain Payroll Data (US)> Use
Worklist> Use

PeopleTools

Compensate Employees> Maintain Payroll Data (US)> Use

[WF] Agency Payroll

Administrator

Employee Tax Data Update/Display
PeopleTools> Worklist> Use

Worklist Update/Display
Worklist Details Update/Display
PeopleTools

Maintain Security> Use> My Profile Update/Display
Process Monitor> Inquire> Process Requests Update/Display
Report Manager> Inquire> Report List Update/Display
Utilities> Inquire> Expired Profile Maintenance Update/Display
Worklist> Use> (see above) Update/Display
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